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INTRODUCTION/OVERVIEW

This manual provides instructions for using the Electronic Case Filing (ECF) system
to file documents with the court or to view and retrieve docket sheets and
documents for all cases assigned to this system. Users should have an ECF system
compatible web browser and Adobe Acrobat or equivalent software for creating
and reading portable document files (PDF).

ELECTRONIC FILING SUPPORT DESK
Contact the court’s ECF Support between the hours of 8:00 A.M. and 5:00 P.M.,
Monday through Friday, if you need assistance using ECF.

Toll Free: 1-866-ECF-WAWD (1-866-323-9293)
Local: 206-370-8440

OR

E-mail: cmecf@wawd.uscourts.gov

ECF SYSTEM CAPABILITIES

Registered users with a PACER account, an ECF-compatible web browser, Adobe
Acrobat or equivalent software, and access to the Internet can use the U.S.
District Court’s ECF system to perform the following functions:

e Open the court’s web page.

e View or download the most recent version of the ECF User’s Manual.

e Self-train on a web-based ECF tutorial.

e Attend a training course to practice entering pleadings into ECF using a
“training” database that is similar to the official live ECF database.

e Electronically file pleadings and documents in actual (“live”) cases.

e View official docket sheets and documents associated with cases.

e View various reports for cases that were filed electronically.


mailto:ecfhelp@ned.uscourts.gov

GETTING STARTED

Hardware and Software Requirements

The following hardware and software are needed to electronically file, view, and
retrieve case documents in ECF:

e A personal computer using Microsoft Windows or Macintosh.

e An Internet service provider and Web browser. The court has verified that
its installed version of ECF is compatible with:

o Internet Explorer 7.0 and 8.0.
o Firefox 3.5.

e Other browsers (such as Chrome) will not work with ECF and are not
supported. Your transaction may not complete if other browsers are used.

e Software to convert documents from a word processor format to portable
document format (PDF).

e Ascanner to convert paper documents to PDF format to enter
electronically into ECF (such as exhibits). Use a scanner ONLY if you cannot
electronically prepare your documents and convert them directly to PDF
format.

e Filing parties are encouraged to configure their scanners for black and
white at 200 dpi, rather than color scanning, unless color is an important
aspect of the document. The filing party is responsible for the legibility of
the scanned image.



PACER REGISTRATION

ECF users must have a PACER account with the court in order to use the Query
and Report features of the ECF system. If you do not have a PACER login, contact
the PACER Service Center to establish an account. You may call the PACER Service
Center at (800) 676-6856 or (210) 301-6440 for information or to register for an
account. Also, you may register for PACER online at:
http://pacer.psc.uscourts.gov.

REGISTER FOR ELECTRONIC CASE FILING (ECF)
Participants will need to register with the court to receive a login and password
for the ECF system. The registration form can be found online via our website:

Access our court website at: www.wawd.uscourts.gov and select E-Filing
(CM/ECF).

UNITED STATES DISTRICT COURT

Western District of Washington

20U

Atfomeys Represerting Yoursef Educators & Media

Case Locator (PACER) »

I E-Filing (CM/ECF) »

Court Calendar »

Mty 27, 2012
United States of America v. City of Seattie

Ik tote: gy ol Seattle. case number 12-cv-1282-JLR, relating ta an rvestigabon of the
nted States Dopartment of Jusbce, was fled m the Westem Destict of

+ About the Count

+ Employmant

+ Financlal Information

+ Forms

+ Judges

+ Judiciary Ethics & Conduct

* Programs & Services

+ Rules & General Orders
+ Special Case Notices Bocheri i
Federal Civil Rights Legal Clinic

The Federal Bar Association sponsors a Faderal Gl Rights Legal Clinic &t the Seattie Courthouse every

+ Tickets (CVE)

ather Thursday froem Noon - 200PM. Please see the attached fiyer (PDF


http://pacer.psc.uscourts.gov/
http://www.wawd.uscourts.gov/

Under CM/ECF Registration, select the appropriate registration form link.

CM/ECF

CM/ECF is the cowr!’s online case management and electronic case filing application. This tool enables participating attorneys and
litigants to submit pleadings and corresponding documents electronically ta the court and allows the court to file, maintain, and
retrieve case file mformation. CMWECF filing is required for attorneys and encouraged for those representing themselves ("pro se*
filers). A related service, PACER, allows users to obtain case and docket information online

CM/ECF Registration
Please review the requirements and submit the appropriate form

Attorney Registration Form (POF)
Registering attorneys must first be admitted to practice in the United States Distnct Court for the Western Distnct of Washington

Pro Se Filers Registration Form (PDF)
You must be a party n a case in this court

Filing Procedures and Training
CM/ECF Filing Procedures (PDF) is a complete users’ guide to the CWECF application

Access CM/ECF

ECF Support is avaitable from 8:00 AM to
500 PM Monday through Friday:

cmecf@wawd.uscourts.gov
(206) 370-8440 or
(866) 323-9293 (toll free)

Attorneys are required to open new civil cases in CWECF and file their Complaint or Notice of Removal. Attorney Case Opening has mare information on thes process as well as

documentation and tutonals
The Filing Tips page contamns more information on filing procedures and requirements
Training on CWECF s offered by the court. Contact ECF Support (cmecf@wawd. uscourts.gov) for the next available class.

The attorney registration form can also be found in the Forms section.

Court Forms

Unless athermtse noted, all lormes are availatie in POF formt

National Forms

In addtion 1o the forms provided below, the Adminstratue Office of the US Courts mantans a page of national forms foe your use

Local Forms

Anernative Dispute Resolution
Attorney Admissions

Cameras in the Courtroom
Civil

Criminad

Financial

Miscelianeous

Prisoner

Self-Represertation

Ante ol R

* Request for Fro Bono Mediation

Attorney Admissions

+_Anocmey Admission Petiton
[ ECF RE’ ion Form for Attomeys (Revsed Janary 2012) I

+ Pro Hac Vice Application and Instructions (Revised Maech 2012)
+ Conagitonal Admission Petition




Fill out the form online, and e-mail to the Clerk’s Office at:
cmecfreg@wawd.uscourts.gov

You can also mail or deliver the form to:

Clerk, U.S. District Court
Western District of Washington
Attn: ECF Attorney Registration
700 Stewart Street Suite 2310
Seattle WA 98101

Once an account has been established, your login and password will be sent to
you by the Clerk’s Office via e-mail.

Opting out of electronic notification during ECF registration:
Choosing this option will apply to all of your future cases. Your Notices of
Electronic Filing will be sent to you by first class mail only. This will resultin a
delay, compared to instantaneous electronic noticing.

To opt out of electronic notification:

e Do notinclude an e-mail address on the ECF registration form.
e Your login and password will be sent to you via first class mail only.

Opting out of electronic notification if you are already registered:
Choosing this option will apply to all of your present and future cases. This is not
a case by case option. Your Notices of Electronic Filing will be sent to you by first
class mail only. This will result in a delay, compared to instantaneous electronic
noticing.

To opt out of electronic notification:
e Login to ECF.
e Select Utilities, Maintain Your E-mail.
e Highlight the primary and any secondary e-mail address information and
click the delete button on your computer keyboard.
e Click Submit to save your changes.


mailto:cmecfreg@wawd.uscourts.gov

PRACTICE FILING IN ECF

To practice filing in ECF, registered users can visit a training version of the filing
system on the Internet at: https://ecf-train.wawd.uscourts.gov.

We strongly recommend that registered users practice in the “training” ECF
database before filing documents in the “live” ECF database.

Please call the ECF Support at 206-370-8440 or 1-866-323-9293 for a login and
password to use in the training system ONLY.

This message & contamned m the e OperationNotice him
You may wse this S¢ 10 alert users to current CMECTF cperational issues.

21Juky2008

Comrt Iformation

TRAINING CLASSES
The court also offers training classes. For a class schedule:
e View the online ECF Newsletter via the link on the Electronic Case Filing
page.
e Call ECF Support at 1-866-323-9293 to sign up for training.

PORTABLE DOCUMENT FORMAT (PDF)

“PDF”: A document created with almost any word processing program can be
converted to PDF.

e The PDF conversion program, in effect, takes a picture of the original

document so the converted document can be opened across a broad range
of hardware and software, with layout, format, links, and images intact.

10
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e Only documents in PDF format will be accepted by the ECF system, so these
documents must be converted from their native word processing
application to PDF.

e |f PDF conversion software is not included with a word processing
program, the user must install the software.

e Before transmitting to the court, users should preview the PDF formatted
document to ensure that it appears in its entirety and in the proper format.

e PDF/Ais a standard format that allows for the long-term archiving of
electronic documents with the assurance that the documents will be
accessible in the future. CM/ECF will accept PDF and PDF/A documents.

ENTERING THE ELECTRONIC FILING SYSTEM

How to Access ECF

Access the Western District of Washington Court webpage at:
http://www.wawd.uscourts.gov, and select E-Filing (CM/ECF).

“ L% UNITED STATES DISTRICT COURT
WaF | Western District of Washington
AP Nont dars | P ge

J

Represerting Yoursef

Case Locator (PACER) » Welcome
™ h et Count fo

I E-Filing {CM/ECF) » I -

Court Calendar »

Mty 27 2012

United States of America v. City of Seattie
« About the Coun N i

Intted av( il Seattle. case number 12-cv-1282- LR, relating ta an rvestigabon of the
+ Employmant S y Unted States Dopartrment of Justice, was fled m the Westem Destict of

+ Financia Information

+ Forms

+ Judges

+ Judiciary Ethics & Conduct

* Programs & Services

* Rules & General Orders

+ Special Case Notices Fobruy 2. 2012

Federal Civil Rights Legal Clinic
+ Tickets (CVE) o Foa ity
The Federal Ba )

ociation sponsors a Federal Crwl Rights Legal Clinic 8t the Seattle Courthouse every
other Thursdery froem Noon - 200PM. Please see the attached flyer (PDF
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On the CM/ECF page, select Access CM/ECF

CM/ECF

CM/ECF is the cowrt’s online case management and electronic case filing application. This tool enables participating attorneys and
litigants to submit pleadings and ¢ ponding documents electronically ta the court and aliows the court 1o file, maintain, and
retrieve case file mformation. CMWECF filing is required for attorneys and encouraged for those representing themselves ("pro se*
filers). A related service, PACER, allows users to obtain case and docket information online

CM/ECF Registration
Please review the requirements and submit the appropnate form

Attorney Registration Form (PDF)
Registering attorneys must first be admitted to practice n the United States Distnct Court for the Western District of Washington

Pro Se Filers Registration Form (POF)
You must be a party n a case in this court

Filing Procedures and Training
CM/ECF Filing Procedures (PDF) is a complete users’ guide to the CMECF application

Access CM/ECF

ECF Support is avadable from 8:00 AM to
500 PM Monday through Friday:

cmecf@wawd.uscourts.gov
(206) 370-8440 or
(866) 323-9293 (toll free)

Attorneys are required to open new cvil cases in CWECF and file their Complaint or Notice of Removal. Attorney Case Opening has mare information on this process as well as

documentation and tutonials
The Filing Tips page contans more information on filing procedures and requirements

Training on CWECF s offered by the court. Contact ECF Support (cmecf@wawd.uscourts,gov) for the next available class.

You are directed to the 'Welcome' screen.

@

Welcome 1o the 1.5, Diswict Cocet foe e United Stes Distriat Coert Sor the Westers Disvict of Wishisgion

Uit Stapes Distrist Court for fhe Wessem Drstrist of Washingion - Docuert Filing Syeten

30Mme 2013

Coart lnfsrmation
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30June2012

Court Information

For general court information, click on the Court Information hyperlink to view
the following information:

e Court Details

e Court Information

e PACER Details

e (Case Flag Definitions

Click on 'Document Filing System' to access the Login page.

298 Baxp,
o ¥

't,_»
S Py

3 /-]
M:,f"

Weloowns to i U S Dyt Comrr Sor the United States Dinriat Comrt for e Wenmrn Distriet of 'Wasléngton

13



The login page contains detailed instructions for filing.

CM/ECF Filer or PACER Login
Notice
This s 3 Restricted Web Site for Officia Cowrt Business only. Urauthonzed entry & prohibiied and subject 10 prosecudion snder Tiie 10 of the U5, Code. Al actwities and acoess amempts are logped

Instructions for filing:
Enter yoor CM/ECF Her login and passwond ¢ you ane electroncaly fleg something with the court

It you received this login page as a result of a link from a Notice of Electronic Filing amail
Enier yoor CWECF fler lagn andd pasaward, The system prompts cunlomens for @ CMIECF legin and pasaword whes atiempting 10 vew certan types of documenis

If you have trouble viewing a document:

A%er sscoessiul entry of your CM/ECF login. you shoukd be able 10 vew e cocument. If you recelve the message “You do not have 2enmssion to vew his document.” viewng Mie document & restricied to
atiorseys of record in e case and the system doss not recognize you s such |f the kg promet appears agan, afer you dave ertered your CMECT logn and passwerd it means that the “ree look” kek hay
arpired You wil teed 1o esle your FACER 0gn and passaced 8 viw the documen

Instructions foe viswing filed documents and cases infonmation:
If you do 20! need fing capabdties. arter your PACER login ana pessword. If you do not have a PACER logn. you may regaser onlne at ol

Difficulty logging in to file documents in CMIECF?
IF yeu hanva forpotten your password, e Torgolie) Passwand program wil aasist you to reset 18e Dassword

N /

Instructions for filing: Y
Enter your CM/ECEF filer login and password if you are electronically filing
something with the court.

If you received this login page as a result of a link from a Notice of Electronic
Filing email:

Enter your CM/ECF filer login and password. The system prompts customers for a
CM/ECF login and password when attempting to view certain types of documents.

If you have trouble viewing a document:

After successful entry of your CM/ECF login, you should be able to view the
document. If you receive the message "You do not have permission to view this
document," viewing the document is restricted to attorneys of record in the case
and the system does not recognize you as such. If the login prompt appears again,
after you have entered your CM/ECF login and password, it means that the "free
look" link has expired. You will need to enter your PACER login and password to
view the document. (PACER fees apply)

Instructions for viewing filed documents and case information:

If you do not need filing capabilities, enter your PACER login and password. If you
do not have a PACER login, you may register online at:
http://pacer.psc.uscourts.gov.

Difficulty logging in to file documents in CM/ECF?
If you have forgotten your password, the Forgotten Password program will assist
you to reset the password.

14
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Important Notice of Redaction Responsibility
In order to login to the ECF system, you must check the following box:

| understand that, if | file, | must comply with the redaction rules. | have read the notice below.

IMPORTANT NOTICE OF REDACTION RESPONSIBILITY - In complance with Fed. R Civ P, 52 Fed R. Crim P, 49 1, and WAWD Local Rule CR 5.2, all filers
must redact

1. Dates of Brth - redact to the year of birth

2. Names of Minor Children - redact to the initals;

3. Social Secunty Numbers or Taxpayer |dentification Numbers « redact In their entrety,
4. Financial Accounting Information - redact to the last four digits;

5. Passport Numbers and Driver License Numbers - redact in their entirety

6. Home addresses in crminal cases - redact to the ety and state

This requirement apphas to all documents, inchiding attachments

o _/
Y

[ ] lunderstand that, if | file, | must comply with the redaction rules. | have read
the notice below.

IMPORTANT NOTICE OF REDACTION RESPONSIBILITY - In compliance with Fed. R. Civ. P. 5.2,
Fed. R. Crim. P. 49.1, and WAWD Local Rule CR 5.2, all filers must redact:

Dates of Birth - redact to the year of birth;

Names of Minor Children - redact to the initials;

Social Security Numbers or Taxpayer Identification Numbers - redact in their entirety;
Financial Accounting Information - redact to the last four digits;

Passport Numbers and Driver License Numbers - redact in their entirety;

Home addresses in criminal cases - redact to the city and state.

ok wWNRE

This requirement applies to all documents, including attachments.

e Verify that you have entered your ECF login and password correctly. If not,
click on the RESET button to erase the Login and Password entries and re-
enter the correct information.

e After you enter the correct login and password information, click on the
LOGIN button to transmit your user information to the ECF system.

e If the ECF system does not recognize your login and password, it will display
the following error message on a new screen:

15
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http://pacer.psc.uscourts.gov/privacy/cr.html
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Your ECF or PACER login attempt failed. Either vour login name or password is incorrect.

| Back |

e Click on the browser BACK button and re-enter your correct login and
password.

CM/ECF PASSWORD REQUIREMENTS

Passwords must be:
e At least eight characters long
e Include both uppercase and lowercase alphabetic characters
e At least one digit or special character (for example, 0-9, @, #, S, %, &, *, +).

After logging in with your current password, a pop-up message will instruct you to
change your password.

#%¥Notice*** .

The requirements for CM/ECF passwords have changed.

To set a password that meets the new standards, please
click here.

When you click on the here link, the following screen appears. Change your
password and then click Submit. You will no longer receive the pop up message.

More User Information for Sam Pyvthagoras

Login pyvth

Last login 00-23-2010 18:13
Password jrmeveses | Curvent login 09-23-2010 18:13
Wnan 8, ynper- & lower-case (6TIRTS, itk ie N gt or special character
Create date 07112007
Registered Y

Update date 07112007
Intermet Credit Card N

Default Printer
Additional Printers
Groups Attorney

Submi Clear

16



Can’t Login?

e Go to the CM/ECF Forgotten Password site

e Enter your ECF Login ID (contact ECF Support 206-370-8440, 866-323-9293)
if you don’t know it)

e You will receive an e-mail notification with a URL link. Click on the link and
enter your Login ID again with a new password (that meets the new
standards above).

e A confirmation page will link you to the ECF login page when you can login
with your new password.

SECURITY FEATURES

Multiple Login Attempts

As added security, After 5 invalid login attempts your ability to log in will be
locked for 5 minutes.

You will receive the following message: “Your account is temporarily disabled
because an incorrect password was given 5 times. If you do not know who
entered the incorrect passwords, or if you need to have your password changed,
please contact the System Administrator. Otherwise, please try again in
approximately 5 minutes.”

After the initial five minute timeout period has expired, the next failed login
attempt will increase the timeout period to six minutes in the future. After the
new six minute timeout period has expired, the next failed attempt will increase
the timeout period to seven minutes in the future, and so on.

If you receive this message as a result of a forgotten password, you can reset
your CM/ECF password using the Forgotten Password link on the CM/ECF login

page.
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https://ecf.wawd.uscourts.gov/cgi-bin/lostPassword.pl
https://ecf.wawd.uscourts.gov/cgi-bin/lostPassword.pl

Browser Reminder on Logout

When you click Logout from the main blue menu bar, the following pop-up
message will appear:

Although you have logged ouk from CM{ECF, data remains in the browser's memory (and might be
= ', available to someone else using wvour PC), Please dose yvour browser now to clear this data,

Ik

Browser Compatibility
A browser compatibility message appears on the login page:

CM/ECF has been tested and works correctly with Fivefox 1.5 and 2.0, and Internet Explorer 6.0 and 7.0.

“CM/ECF has been tested and works correctly with Firefox 3.5 and Internet
Explorer 7.0 and 8.0.”

If you are using a different version of these browsers or are using another type of
browser, you may experience problems filing or viewing documents in CM/ECF.
So, be aware that upgrading your internet browser or PDF software could cause
compatibility issues with CM/ECF.
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After ECF accepts your login and password, the Main ECF screen will display with
a blue functional selection menu bar at the top.

298 DAg,
Ko + h-,‘

fégf
&
"\%‘: <

Ed

LS. Distriet Court
United States District Court for the Western District of Washingtoa
Official Court Electronic Documsent Filing System

Fhar focsioy U for Q0 Cogrt Mpsoarss o). Aemty ae amd Soow ohis sove 1 dogmed Dossswenst fiYmgs 0o mite sratest are mlseny 40 Megerad Xave of CAW Proceshurr 1! Deidence of nsnsthoriond oo ortwtond st will e
oreandad Ay Liw opgeopriate ke mproewens i wa’s

Weboomw 1o the US. Divmnicr Courn for fe Uioted Stes Dinrnct Cowrt or the Westarn Daercr of Waskimgron Theomoros Documens Pilmg Sysume This page s for tse by anceners aad s pamictparieg in the elcmooe ling
wywarny. e mont pecent vwwewon of the Adobe POF meader con be obtained by selesting the FOF Setrings optum Seted Selow:

POF Settings
East fogin 02092012 1804

INovemiber 2010

Login Date and Time

Last login: 02-06-2012 15:44

INovember2010

The date and time you last logged into the system appears at the bottom of this
screen.
e You should review this information each time you login for security
reasons.
e |f you believe your last login date and time are incorrect, or suspect an
unauthorized party is using your login and password, call the ECF Support
(1-866-323-9293) with this information as soon as possible.
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Criminal ~ Reports ~ Utilities ~

The ECF Blue Menu Bar
e Civil: Electronically file civil case pleadings, motions, and other civil court
documents.

e Criminal: Electronically file criminal case pleadings, motions, and other
criminal court documents.

e Query: Search ECF by specific case number or party name to retrieve
information and documents relevant to the case. You must login to PACER

before you can query a case.

e Reports: Retrieve docket sheets and cases-filed reports. You must login to
PACER before you can view most ECF reports.

e Utilities: View your personal ECF transaction log and maintain personal
ECF account information.

e Search: Search for filing events for quick access.

e Logout: Exit from ECF. This prevents further filing with your password
until the next time you log in.

General Procedures

Manipulating the Screens

Each screen has the following two buttons:

e CLEAR - Use this button to remove all characters entered in a field on that
screen.
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e NEXT or SUBMIT — Use these buttons to accept entered data, display the
next data-entry screen and commit and finalize your transaction.

Correcting a Mistake

e Use the BACK button on the browser toolbar to go back and correct an
entry made on a previous screen. However, once the document is
transmitted to the court, only the court can make changes or corrections.

e You can use the Back button of your browser to correct data entry until you
see the “Attention” warning message.

e Once you click on the next button after seeing this message you will have
no further opportunity to go back and correct any mistakes.

Noting Date
The noting date (ripe date) puts the motion on the court calendar and sets the
briefing schedule. This noting date triggers the date for the response and reply.

e All motions shall include in the caption (immediately below the title of the
motion) the date the motion is to be noted for consideration upon the
court’s motion calendar. (See CR 7(d) and CrR12 for form and scheduling
motions and briefing deadlines.)

Linking Documents

To link the document you are currently filing to a previously filed document,
check the box in front of “Should the document you are filing link to another
document in this case?”

{Should the document you are filing link to another document in this case?

Filed to
Documents to
[ Next | | Clear |
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You also have the option of entering filed dates or document numbers if you
would like to further narrow your search.

Once you click NEXT you are presented with a list of documents that match your
search criteria. Click the checkbox for the document you wish to link to and click
NEXT.

JICY. MMIOUNICU O L/074UV 7 (DN, ).

[] 02/06/2007 6 Second MOTION to Dismiss FOR FAILURE TO COMPLY WITH COURT
ORDER by Defendant Earle Grey. (Attachments: Z (1) Proposed Order)Noting
Date 2/23/2007.

(] 02/06/2007 7 Second MOTION to Dismiss For Failure to Comply with Court Order by
Defendant Earle Grey. (Attachments: # (1) Proposed Order)Noting Date
2/23/2007.

The docket text indicates the link.

BRIEF re [7] Second MOTION to Dismiss For Failure to Comply with Court Order
by Defendant Earle Grev.

Adding a Party to Your Case
You may need to add a party to the ECF system. If the party you represent is not
listed in the left pane Participant Tree, click on New Filer in the right pane.

Select the filer.
Collapse Al Expand Al
41Hula Hoop Company pla Select the Party:

4Hula Pool Company dft

'Hula Hoop Company [pla] |4 |
Hula Pool Company [df]

| Next | | Clear || New Filer |
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You must first perform a search to see if your party is already entered on the ECF
system. Type the first few letters of the party’s last name for an individual, or the
first few letters of the business name. Click SEARCH.

Search for a party
Collapse All Expand All Last/BusinessName Smith | FirstName |J | Middle Name
#Hula Hoop Company pla "S‘em‘]

“1Hula Pool Company dft

If a match is found, ECF will display a list of party names. If the name of the party
you represent appears in the list, click on it and then click Select Party.

Pick Filer Search for a party
Coilapse All Expand Al Last/Business Name Smith First Name J Middie Name !
=lHula Hoop Company pla @

#1Hula Pool Company ant

Search Results .
Smith. J Dimmitt -

Smith. J Michzel

Smith. J J

Smith, JA

Smith, J Gary v

[ SelectParty | [ Create New Party |

If a match is not found, or your party does not appear in the list, click Create New
Party.
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Search for a party
Collapse Al and Al Lest/Business Name Smith First Name |J Middie Name \
$Hula Hoop Company pla
F1Hula Pool Company dft
Search Results
Smith. J Dimmitt |4
Smith. J
Smith, J Michael
Smith. J J
Smith. JA
Smith. J Gary v
| SelectParty | | Create New Party |

ECF displays the Party Information screen. Choose the appropriate Role from the
drop down list.

Party Information
| Pick File |
< = - J Smith
Collapse All Expand All e[ |
#Hula Hoop Company pla 5 | S ——
#Hula Pool Company dft Role | Plaintiff (pia pty) 52
Prose Debtorin-Possession (dbpos pty) A
Defendant (dftpty)
Prisoner Id | DefendanyAppellant (dft/a:pty) Unit |

Defendany/Appellee (ditje:pty)
Office | Garmishee (garpty)

In Re (in pty)
Addresst ||o Re (ime pty)

In R i
Address 2 Interested Party (p:pty) Show this address on the docket sheet

Address 3 |Interpleader (intpl:pty) City | 1
Intervenor (intv:pty) —

State | Intervenor Defendant {intvd pty) ntry |

Intervenor Plaintiff (intvp: pty)

PrSON | Material Witness (mwpty) v

" Mediator (med pty)

b Maovant (mov:pty)

E-mail | Nominal Defendant (nd:pty)

Objector (obj:pty)

Party text | Petiioner (petpty)

Piaintiff (pla:pty) y -
Startdate [6/4/2010 | End date |
Corporation | no v Nonce;[yes VV‘

Start a New Search

Fax | |

Enter the Party Text, if applicable.
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Party Information

J Smith
F:onagse Al and All Title ‘
“Hula Hoop Company pla
“/Hula Pool Company dft Role ] Interested Party (ip:pty) v
Prose | No v
Prisoner Id ‘ Unit
ons| |
Address1 | ‘
Address 2 | ‘ [Z] show this address on the docket sheet
Address 3 | \ city ]
State ‘\ Zip | Country
Prison | v
Phone ‘ Fax [
E-mail ‘A
Party text [an individual
startdate [6/472010 | Enddate
Corporation [no || Notice | yes v |

Start a New Search

Leave all other fields blank except if you are adding a pro se party. Then enter
their address under the Address, City, State, and Zip code fields. Click Add
Party.

The newly added party appears in the left pane Participant Tree.

Select the filer.

Collapse All Expand All
#Hula Hoop Company pla select the Party:

#Hula Pool Company dft
Hula Hoop Company [pla] 4

=1J Smith I_D 7% Hula Pool Company [dft
Afias ¥ D

Corporate Parent or other affiliate b3
Attorney %5 ([

[ Mext | [ Ciear || Mew Filer |
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Use the Participant Tree icons to:

e Edit the newly added party.

o Delete the newly added party.

e Add an alias or attorney for the newly added party.

e Corporate Parent is not used in this district. Instead a Corporate Disclosure
Statement is filed.

In the right pane, the newly added party appears in the Select the Party screen.

To add another party, click New Filer and follow the same process, otherwise click
Next to continue.

Civil Events
Filing Documents for Civil Cases

The steps involved in filing a civil document are:

e Select the type of document to file.

e Enter the case number.

e Search for afiling event under Available Events.

e Designate the party or parties filing the document.
e Indicate oral argument.

e Attach and upload the PDF document to be filed.
e Add attachments to the document being filed.

e Modify docket text as necessary.

e View the final text and submit the document.

e Receive notification of electronic filing.

Select the type of document to file.
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This section describes the process for filing a motion in ECF. The process is similar
for filing other pleadings.

Select Civil from the blue menu bar at the top of the ECF screen.

EE C F Civil ~ Criminal ~ Query Reports ~ Utilities ~ Search Logout

Select Motions under Motions and Related Filings.

Motions and Related Filings
Motions
Sealed Motions

Responses, Replies and Supporting Documents

Enter the case number.
Enter the case number, and then click Find This Case. ECF will search the court’s
database for the case number.

(Note: Pro se parties registered for e-filing will see a list of cases to choose from.
The case number does not have to be entered)

Motions

Civil Case Number or Humbers

7-3085 Find This Case ]_
| Clear |

If multiple cases are found for the same case number, they are displayed for
selection.
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Civil Case Number or Numbers

2:07-cv-3055 | Hide Case List |

Select a case

[¥]2:07-cv-03055-JLR Pitt v. Clooney
2:07-mc-03055 Pitt v. Clooney
3.07-cv-03055 Pitt v. Clooney

[Nexl] [Cleat]

Click NEXT to continue.
Case Flag Definitions appear under the case caption.

IMotions

7-cv-03055-JLR Pitt v Cl
JURYDEMAND. PROTO_

To view the docket sheet for the case, click on the case caption.
Motions

[2.07-cv-03055JLR Pitt v_Clooney 4
JURYDEMAND, PROTO

This will launch a new PACER login page. You will be prompted for your PACER
login and password.
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PACER Login

Instructions
Enter your PACER login and password. If you do not have a PACER login, yc
password, and would like to automatically log in to PACER each time you log

[ Make this my default PACER login
After checking this box, you will only need to use your CM/IECF login and pas:

Authentication

Login: || |

Password: I:I

Client code: |

Search for a filing event.

The Available Events screen allows you to search for an available filing event
within Motions. Type at least the first three letters of the description of the
document you wish to file.

pre| Click your selection, or use arrows to highlight it and press Enter.
Available Events (click to select an event) Selected Event

Preliminary Injunction
Clear

Click on the event name to select it. In this example: Preliminary Injunction.

|
Available Events (click to select an event) Selected Event
In Limine - Preliminary Injunction
Intarvene
Judgment
Judgment on the Fleadings
Leave

Leave to File Documant

Lift Stay

Miscallansous Ralief ]
Mistriasl E
More Definite Statement

Naw Tnal

Order

Parial Summary Judgment

Permanent Injunction
M v
I Neoxt | [ Clear |
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Preliminary Injunction now shows in the Selected Event list.

If you select the wrong event, click on it under Selected Events and it is removed
from the list. Click NEXT to continue.

“Miscellaneous Relief” under Available Events

If the type of motion you are looking for does not appear on the list, select
Miscellaneous Relief.

Available Events (click to select an event) Selected Event

In Limine B Miscellaneous Relief
Intervene

Judgment

Judgment on the Pleadings
Leave

Leave to File Document

Lift Sta

Miscellaneous Relief f
Mistrial E
More Definite Statement

New Trial

Order

Partial Summary Judgment

Permanent Injunction

Preliminary Injunction v

You will be prompted to enter the relief requested in your motion .

Relief requested in motion: |

[ Next ] [ Clear ]
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Designate the party or parties filing the document.

e Highlight the name of the party or parties for whom you are filing the
motion. NOTE: If you represent all defendants or all plaintiffs you may
select the entire group by holding down the CONTROL key while pointing
and clicking on each party of the group.

Select the filer.
Collapse All Expand All

=/Hula Hoop Company pla Select the Party:

=lAttorney
Dinah Jackson : Hula Hoop Company [pla] i
Hula Pool Company [dft]
Jack Frost

=IHula Pool Company dft
[~lAttorney
Test Attorney

‘ Next ‘ ‘ Clear || MNew Filer

After highlighting the parties to the motion, click on the NEXT button.

FILER TIP: If your party does not appear, you can click New Filer as outlined in
Adding a Party to Your Case.
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Indicate oral argument.

Oral Argument

Per LCR 7(b)(4), unless otherwise ordered by the court, all motions will be decided
by the court without oral argument. Counsel shall not appear on the date the
motion is noted unless directed by the court.

A party desiring oral argument shall so indicate by including the words “ORAL
ARGUMENT REQUESTED” in the caption of its motion or responsive
memorandum. If a request for oral argument is granted, the clerk will notify the
parties of the date and time for argument.

Does the CAPTION of this motion include a request for ORAL ARGUMENT? yes|

l Next ] [ Clear ]

The CAPTION of vour document NMUST contain the words ORAL ARGUMENT to comply with Local Rule CR 7(b)(4).

The Court will notify you if ORAL ARGUMENT is granted.
I_Ei’ﬁ_l | Clear ]

32



Attach and upload the PDF document to be filed.

Click BROWSE under Main Document. Search your computer for the main
document to be filed, in this example, the motion.

Please attach the proposed order to the motion.

REMEMBER! After filisg, c.mml the proposed order i Woed or WordPerfect foreaat o the appropriate judge. Include the case # and title of the order m the subject lise of the c-mail

(Proposed Orders for Bill of Cost and Default Judgment should be e-mailed 10 the Clerk of the Court at WAWDClerk wawd uscourt goviiiexample com)

Describe attachments using the Category list, the Description box, or both

Select the pdf docement aml any attachments.

Mads Docament )
Browse.

Attackments Category Description

Navigate to the appropriate directory and file name to select the PDF document
you wish to file. Your document should already be in PDF format.

| () Sample POFs Pl e - e
% Cert of Record.pdf X Letter,pdf

% Coa 20 Apt.pdf - Mandate.pdf

"% Cia 20.pdf = Minutes.pdf

. Complaint.pdf " Motion - Memorandum. pdf
ﬁ&dﬁ&ﬁm.nﬂf _ tMoton, pdf

'EE:hibit 2,pdf % Mobce of Appeal.odf
gE:hl’mtpdf EHuﬁce of Appearance.pdf
X Fin Afdt.pdf L Motice of Dep.pdf

¥ 1FP FORM.pdf ¥ Nobce of Hearing.pdf

=% Indictment.pdf = Motice of Lawsuit.pdf

B 1r+formastion. pdf = Notics. pdf

% Joint Status Report.pdf =X Objection.pdf

=% Judgment.pdf =X oDD.pdf

=% jury demand, pdf =X Order of Ref.pdf

" Jury verdict. pdf % Order pdf

o :
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It is recommended that you right click on the file name of the document and open
it in order to verify that you have selected the correct document and that it
contains all pages.

Select

Cpen with Acrobat 8

Frint
T Combine supportad files in Acrobat. ..
Scan for Viruses...

@ Convart to Macromadia Flash (.swf)
El Convert to PDF using Macromedia FlashPaper
[ Canvert to PDF and Email using Macromedia FlashPaper

Cpen With L4
o Bluetooth L
Send To L3

Cut
Copy

Craate Shortcut
Dalete
FRenarme

Properties

Choose Open with Acrobat and your Adobe Acrobat program will launch and open
the PDF document that you selected. Once you have verified the document is

correct, close Adobe Acrobat and click on the OPEN button, or double-click on the
file name.

ECF inserts the PDF file name and location. NOTE: You do not have to name your
document. ECF will name it “Motion for Preliminary Injunction” because of what
you selected in previous screens.

Please attach the proposed order to the motion.

REMEMBER! After filing, e-mail the proposed order in Word or WordPerfect format to the appropriate judge. Include the case # and title of the order in the subject Ine of the e-mail
(Proposed Orders for Bill of Cost and Default Judgment should be e-mailed to the Clerk of the Court at WAWDClerk wawd uscourt.gov(@example. com)

Date document filed (mandatory)

210 |(Comr )

Select the pdf document and any attachments,

Main Document
- [S\ECF Tezm\Semple PDFs\Metion pdf [ [Browes )
Attachments Category Description
L [(Bonze_] v
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In the event you selected and highlighted a file that is not in PDF format, ECF will
display the following error message after you click on the NEXT button:

ERROR: Document is not a well-formed PDF document (no further information is available).

Click on the BACK button and ECF will return to the Motions screen. Select and
highlight the PDF file of your pleading and proceed as before.

If you fail to select a document to file with your pleading, ECF will display this
error message:

¢ Note: You have not selected a main document.

OK

If you click OK from this screen depicted above ECF will return you to the Motions
screen. You cannot proceed without attaching a PDF document.

Add attachments to documents being filed.

To attach the proposed order to your motion, click Browse under Attachments.

Please attach the proposed order to the motion.

REMEMNBER! After filing, e-mail the proposed order in Word or WaordPerfect format to the appropriate judge. Include the case # and title of the order in the subject line of the e-mail.

(Proposed Orders for Bill of Cost and Default Judgment should be e-mailed to the Clerk of the Court at WAWDClerk_wawd uscourt. gov{@example com)

Date document filed (mandatory)

Select the pdf document and any attachments,

Main Document
| SNECF Team\Sample PDFs'\Moticn pdf ?Elowae.: I

Attachments Category Description
L [(Eome] - v
Gow
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Search your computer in the same manner for the proposed order document.

Please attach the proposed order to the motion.

REMEMBER! After filing, e-mail the proposed order in Word or WordPerfect format to the appropriate judge. Include the case # and title of the order in the subject line of the e-mail.
(Proposed Orders for Bl of Cost 2nd Default Judgment should be e-mailed to the Clerk of the Court at WAWDClerk_wawd uscourt gov@ example.com)

Date document filed datory)

(67872010 |[ Calendar

Seleet the pdf document and any artachments.

Main Document
|SA\ECF Team\Samgle PDFs\Motion pdf
Attachments Category Description
1.[S:\ECF Team\Sample PDFs\Orderpdf |[ [Browee || ¥ [[Remove |
2 |(Browee ]| |

Since ECF doesn’t name your attachments like it does the main document, you
must either choose the Category drop down menu or Description text box where
you can type a description, or both. If you choose both Category and Description,
ECF will display the Category name first, then the Description in the docket text.

Please attach the proposed order to the motion.

REMENBER! After fifng, e-mad the proposed order in Word or WordPerfect format to the appropriate judge. Inchude the case # and title of the crder @ the subject Ene of the e-mail.
(Proposed Orders for Bl of Cost and Defauk judgment should be e-mailed to the Clerk of the Cowrt 2t WAWDClerk_wawd.uscourt gov@example.com)

Date document filed (mandatory)
[G2010 | Caender

Select the pdf document and any attachments.

Main Document

|SAECF Team'\Sample POFs\Mabon pdi || Browse_ |

Attachments Category Description

1.[SAECF Team\Sawgle PDFs\Orderpdi [ Bowse_ J[ 2 vl | [(Remove |
Appendx —_—
2 [(Bowse ]grv;c:ws‘e« l |
8

Edhibt
Sipplerert
Proposed Order
Centficate of Service
Preposad Acoeptance of Flea
Repent en Copyrights (20 Fem 127)
cn Paterts and Tracemarks {20 Foom 120)

36



Attachments iry Description

1.|S\ECF Team\Sample PDFs\Orderpdf || Browse_ ] [Proposed Order vl \
2| [(Browse_] v |

You will receive an error message if you attempt to skip this step:

Please select a category or provide a description of attachment 1.

Ve

0K

If You Make a Mistake
Click Remove and start again by clicking Browse.

Attachments Category Description 1

1.|S:\ECF Team\Sample PDFs\Orderpdf || Browse_ | {Proposed Order v \
2| [(Browse._] vl |

If you have more attachments, click Browse under Attachment #2. Additional
attachment fields display when you complete the previous fields.

After you have added all of the desired PDF documents as attachments, click
NEXT.

Note the motion (See previous section “Noting Date”)

Click Next.
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PROPERLY NOTE MOTIONS IN COMPLIANCE WITHCR 7

Enter the correct noting date per LCR 7 for the Motion you are filing and then
click NEXT.

Motion for Preliminary Injunction

Noting Date

Date| |_catendar |

[ Nex!] [ Clear]

Using the Calendar Feature

Clicking on Calendar will display the current month’s calendar, which can be
changed by clicking on the < or > symbols.

June ¥ ||2010
Le< J< J{ Today J > J( > ]
Su Mo Tu Ve Th Fr Sa
LJC 0 JC2)( 3] a]( 5]
o) DE ) )2)




Modify docket text.

In the Motions category, you are given two opportunities to further describe the
filing.

1. Click on the modifier drop-down list. Select a modifier if appropriate.

Do'cl(el Tmswodlly as Appropriate. :
VJ MOTION for Preliminary Injunction \ ‘\ by Plaintiff Hula Hoop Company. (Attachments: # (1) Proposed Order) Noting
A (Frost, Jack)

Emergency
Endorsed

Final

Intenm
Intetlocutory
Joint

Monthly v

2. Click in the open text (white box) area to type additional text for the
description of the pleading.

Docket Text: Modify as Appropriate. 1

. VJ MOTION for Preliminary Injunction of dfendants actiond| ‘ib,\' Plaintiff Hula Hoop Company. (Attachments: # (1) Proposed Order) Noting
Date 62522010, (Frost, Jack)

View the final text and submit the filing.

Docket Text: Final Text

MOTION for Preliminary Injunction of defendant’s actions by Plaintiff Hula Hoop Company. (Attachments: # (1) Proposed Order) Noting Date
6/26/2010, (Frost, Jack)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no farther opportunity to modify this transaction if you
confinue.
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“Attention!! Pressing the NEXT button on this screen commits this transaction.
You will have no further opportunity to modify this transaction if you continue.”

View the file path and filename feature that displays on the Final Docket Text
screen during docketing. This will allow you to confirm that the proper
documents have been uploaded before posting the document.

Source Document Path (for confirmation only):
Motion.pdf pages: 1
Order.pdf pages: 1

Review the docket text and correct any errors. If you need to modify anything on
a previous screen, click the BACK button on the browser toolbar to find the screen
you wish to alter. Click NEXT to file and docket the pleading.

If You Need to Cancel the Filing

At any time prior to this step, you can abort the ECF filing by clicking on any menu
on the Blue ECF menu bar at the top of your screen. ECF will reset to the
beginning of the process you just selected.
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Receive Notification of Electronic Filing.

Motions
2:10-cv-00888 Hula Hoop Company v, Hula Pool Company
RY AND

U.S. District Court
United States District Court for the Western District of Washington
Notice of Electronic Filing

The following transaction was entered by Frost, Jack on 6/82010 at [1:00 AM PDT and filed on 632010

Case Name: Hula Hoop Company v. Hula Pool Company
Case Nomber: 2:10-cv-00888
Filer: Hula Hoop Company

Document Number: 2
Docket Text:
MOTION for Preliminary Injunction of defendant’s actions by Plaintiff Hula Hoop Company. (Attachments: # (1) Proposed Order) Noting Date 6/25/2010, (Frost, Jack)

2:10-¢v-00888 Notice has been electronically mailed to:
2:10-¢v-00888 Notice will not be electronically mailed to:

Test Attorney
Dinah Jackson

Jack Frost
1234 CHATTER LANE
FROSTBITE FALLS, WA 99123

ECF opens a new window displaying an ECF filing receipt, called the Notice of
Electronic Filing. This notice provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your
document.

e To print the notice, select PRINT on the browser toolbar to print the
document receipt.

e To save the notice, select FILE on the browser menu bar, and choose SAVE
AS from the drop-down.

E-Mail Notification of Documents That Were Filed
e After a pleading is electronically filed, the ECF System sends a Notice of

Electronic Filing to the designated attorneys and parties who have supplied
their e-mail addresses to the court.
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e ltis the filer’'s responsibility to serve hard copies of the pleading and the
Notice of Electronic Filing to attorneys and pro se parties who have
indicated they do NOT have e-mail accounts.

e The filer and individuals who receive electronic notification of the filing are
permitted one “free look” at the document by clicking on the associated
hyperlinked document number embedded in the Notice of Electronic Filing.
This “free look” expires after 15 days.

® The court strongly urges you to copy the Notice of Electronic Filing and
pleading documents to your hard-drive for future access. Subsequent
retrieval of the case docket sheet and pleading from ECF must be made
through your PACER account and is subject to regular PACER fees.

Criminal Events
Filing Documents for Criminal Cases

The steps involved in filing a criminal document are:

e Select the type of document to file.

e Enter the case number.

e Designate the defendant’s case that the filing relates to.
e Designate the party or parties filing the document.
e Search for afiling event under Available Events.

e |Indicate oral argument.

e Attach and upload the Main Document to be filed.
e Add attachments to the Main Document.

e Note the motion.

e Modify docket text as necessary.

e View final docket text and submit the document.

e Receive notification of electronic filing.

After successfully logging into ECF, follow these steps to file a pleading.
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Select the type of document to file.
This section of the User’s Manual describes the process for filing a motion in ECF.
The process is similar for filing other pleadings.

Select Criminal from the blue menu bar at the top of the ECF screen.

.

Criminal ~ Reports ~ Utilities ~

Select Motions, under Motions and Related Filings.

Criminal Events

otions and Related Filings

Motions

Sealed Motions

Responses, Replies and Supporting Documents

Other Filings
Discovery Documents
Waivers
Notices
Trial Documents
Appeal Documents
Other Documents
Sealed Documents

Enter the case number.

Enter the case number, and then click Find This Case. ECF will search the court’s
database for the case number. Click CLEAR to re-enter a case number.
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Motions

Criminal Case Number

9-183 Find This Case _

Designate the defendant that the filing relates to.

e ECF assigns a separate case number to each defendant. Click the boxes to
place a check next to each defendant’s name that this filing relates to.

« Ifitrelates to all defendants in the case, check the top box as indicated and
leave the other boxes unchecked. When finished selecting defendants click
NEXT.

(Example)
Motions
Criminal Case Number

209¢r-1839 thide Case List
Select a case:
2:09-cr-00183-RSM USA v. Perkins et al =
2:09-cr-00183-RSM-1 William M Perkins
2:09-cr-00183-RSM-2 Rogelio Diaz Aguilar
2:08-cr-00183-RSM-3 Timothy L Patterson
2:09-cr-00183-RSM-4 Samuel C Morales
2:09-cr-00183-RSM-5 Michael A Winchester
2:09-cr-00183-RSM-6 Jessie J Tostenrude
2:09-cr-00183-RSM-7 Annetta E Martin
2:08-cr-00183-RSM-8 Yehoshua James Kilp
/12:09-cr-00183-RSM-9 Christine Andrea Brown

Next Clear
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Multi-Defendant Cases

e Do not choose all defendants in these filings as they can adversely affect
Speedy Trial settings in the case:
o Notice of Joinder (choose only your client and the defendant whose
Motion you are joining).
o Motion (Choose only your client)
o Stipulated Motion or Stipulation (Choose your client and only those
defendants who are listed in the motion document).

This is a landing page. Click NEXT to continue filing.
(Case Flag Definitions appear under the case caption.)

Motions
2:09-cr-00183-RSM USA v. Perkins et al

BOND

-[Ne}d] [ Clear |
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To view the docket sheet for the case, click on the case caption. Be aware this will

launch a new PACER login page. You will be prompted for your PACER login and
password.

Motions
2:09-cr-00183-RSM USA v. Perkins et al
BOND

[ Next ] I Clear ‘

Designate the party or parties filing the document.

e The left pane contains the Participant Tree. Click Expand All to view the
case participants. This is for reference only.

e The right pane contains the Select the Filer screen. Highlight the name of
the party you represent. Click NEXT.

Select the filer.

Collapse All Expand All
HUSA pla i Select the Party:
lAttorney
Aguilar, Rogelio Diaz [dft] a
Sarah Y Voge Patterson, Timothy L [dff]
=William M Perkins  dft Morales, Samuel O [dft]
lAlias Winchester, Michael A [dft]
Huero Tostenrude, Jessie J [dft] =
Martin, Annetta E [dft]
EiAttorney Kilp, Yehoshua James [dft]
Peter A Camiel Brown, Christine Andrea [dft].

-IRogelio Diaz Aguilar dft

111

=lAttorney MNext Clear
Lee A Covell
= Timothy L Patterson dft
—lAttorney

Michael Spencer Kolker
=Samuel O Morales dft

~lAttornav
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Search for a filing event under Available Events
The Available Events screen allows you to search for an available filing event
within Motions.

Type the name of the event. ECF will search for all events matching that name.

Motions

2:09-cr-00183-RSM USA v. Perkins et al

BOND

- Click your selection, or use arrows to highlight it and press Enter.
Available Events (click to select an event) Selected Event

&Smrss.’S;m)'/'Tn;i A

Enforce IRS Summons
Jant Motion Reduce Sentence re Crack Cocaine 18 3582
| Order of Competency to Stand Tnal
| Reduce Sentence
| Reduce Sentence re Crack Cocane 18 3582
Return of Surety
| Sanctions
|Seal Case
| Seal Document
Saver Defendant
| Show Causa
| Stipulated Mobon

Substitute Nh)ﬂa
"l -

Nedt | [ -Cleae |

Click on the name to move it to Selected Events.

I
Available Events (click to select an event) Selected Event
| Reduce Bond = | | Suppress
Reduce Sentence
| Reduce Sentence re Crack Cocaine 18:3582
| Return of PropertyPostTrial
| Return of PropertyPreTriad
| Return of Surety
Rewew of Detention Order
| Sanctions
| Seal Case
| Seal Document
Sever Defendant
| Show Cause
| Stpulated Motion

| Substitute Altor na

Ned | | Clear |
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Miscellaneous Relief

If the type of motion you are looking for does not appear on the list, select
Miscellaneous Relief.

Motions
2:09-cr-00183-RSM USA v. Perkins et al

|
Available Events (click to select an event) Selected Event
| Forfeiture of Property « | | Miscellaneous Reliel
Handwating Exemplars
Hearing
In Limine
Jom! Motion Reduce Senlence re Crack Cocaine 18 3582
Judicial Recommendation Against Deportation
Leave
Leave lo File Document
Medical’Psychiatnc Exam

Medical/Psychiatric Treatment
o e e ——

Mistnal

Modify Conditions of Release

New Trial

Order of Competency to Stand Tnal -

_Next | | Clear

This event will prompt you to describe your motion.

Relief requested in motion- |

Indicate oral argument.

e Per Local Rule CrR 12(c)(10): Unless otherwise ordered by the court, all
motions will be decided by the court without oral argument. A party
desiring oral argument shall so indicate by typing ORAL ARGUMENT
REQUESTED in the caption of the motion or responsive brief.

e If the court determines an evidentiary hearing is appropriate or grants a
request for oral argument, the clerk will notify the parties of the date and
hour thereof. Counsel shall not appear on the date the motion is noted
unless so directed by the court.
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Indicate whether you are including a request for oral argument by typing a Yes or
No. Click NEXT.

Does the CAPTION of this motion or responsive memorandum include a request for ORAL ARGUMENT? nof

Clear

If yes, review this additional screen and click NEXT.

The CAPTION of vour document MUST contain the words ORAL ARGUMENT to comply with Local Rule CrR 12(c)(10).
The Court will notify you if ORAL ARGUMENT is granted.
[(Next:) [ Clear

Attach and upload the PDF Main Document to be filed.

Click the BROWSE button under Main Document.

Motions
208+ L0183-REM USA v. Pertins ot &

Please attach the proposed order to the mation & remenmber 1o enad the onder i Woed or WordPesfect fornmat to the appropriate judge. Case ¥ wad title of the coder must be In the sabject Bne of the el

Describe attachments using the Category list, the Description box, or both

Select the pif @ocnment sad any attachments.

Malo Docement
Baowsa.

Altachneats Categery Descriptica

Search your computer for the document to be filed. Find the PDF version.
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Loalk in: IE}Sample FDFs j A £ Ef-
7-|Cert of Record. pdf = Letter.pdf T Plea Ag
T 1A 20 Apt.pdf T Mandate. pdf T Praecp
2=/ CIA 20.pdf T Minutes. pdf T Report-
_' Complaint.pdf -,E Maotion - Memorandum, pdf -,E Fespon
7= Dedaration.pdf '. -«'E Sched €
_' Exhibit 2. pdf -,E Motice of Appeal.pdf -,E Stipulat
_' Exchibit, pdf -,E Motice of Appearance.pdf -,E SUMMOr
7= |Fin Afdt.pdf & Notice of Dep.pdf T Third Pz
L IFF FORM.pdf T Notice of Hearing. pdf Tuscac
7= Indictment, pdf T Notice of Lawsuit.pdf T waiver.
ietiEs 7= Information, pdf T Notice. pdf T writ of
_ _ Joint Status Report.pdf -«'E Objection.pdf
H____!— _ Judgment. pdf -,E QDD. pdf

M*_.f&i‘nputer _.jury' demand.pdf -_;E Order of Ref.pdf

A=| Jury Verdict, pdf -,E Order,pdf
)

My Network File name: IMminn.pdf j Cipen I

Files of type: | Al Files -7) | Cancel |
24

Selact

Cpen with Acrobat 8

Frint
s Combine supported files in Acrobat...
Scan for Viruses...

@ Convert to Macromeadia Flash (.swf)
E Convert to PDF using Macromedia FlashPaper

[ Canvert to PDF and Email using Macromedia FlashPaper

Cpen With
to Bluetooth
Send To

Cut
Copy

Craate Shortout
Dalete
Fanarmea

FPropeartias

It is recommended that you right click on the file name of the document and open
it in order to verify that you have selected the correct document and that it
contains all pages.

Choose Open with Acrobat and your Adobe Acrobat program will launch and
open the PDF document that you selected.
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Once you have verified the document is correct, close Adobe Acrobat and click on

the OPEN button, or double-click on the file name. ECF inserts the PDF file name
and location.

Please attach the proposed order to the motion & remember to email the order in Word or WordPerfect format to the appropriate
of the email.

Select the pdf document and any attachments.

'.\_'lain Document B
[S;‘;ECF Team\Sample PDFs\Moticn.pd| | Browse_

1T

Attachments Category Description

1. rBrome_ ] v|

()

Add attachments to the Main Document.

To attach the proposed order to your motion, click Browse under Attachment 1.

Please attach the proposed order to the motion & remember to email the order in Word or WordPerfect format to the appropriate |
of the email.

Select the pdf document and any attachments.

)ilaiu Document B
[S;‘\ECF Team\Sample PDFs\Moticn.pd

Attachments Category Description
1. [—Browse_ ]_ vil|
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Search your computer for the document file name of the attachment, find the
document you want, double-click it and ECF will insert it in the Filename field.

Main Document
iS:\ECF Team\Sample PDFs\Motion pd| Browse_ |

Attachments Category Description
1. SAECF Team\Sample PDFs‘@rgeLpdfj ‘Browse_. | v 7“ Remove
pd | Browse v I

Next Clear

Choose from either the Category drop down menu, or Description text box where
you can type a description, or both. If you choose both Category and Description,
ECF will display the Category name first, then the Description in the docket text.

Main Document

S\ECF Team\Sample PDFs\EAoHonE

Attachments Category Description
1. S\ECF Team\Sample PDFs\Order.pdl[_Emwse, ] iv ["Fi;m_anv?]
| Appendix
2. |_Browse_ ]| Givil Cover Sheet
Enata
| Exhibit
Next | Supplement
| Propesed Order

| Certificate of Service
Proposed Acceptance of Plea
| Report on Copyrights (AQ Form 121)
Report on Patents and Trademarks (AQ Form 120)

Main Document
!S:\ECF Team\Sample PDFs\MoB‘on.de Browse..

Attachments Category Description
1. 'S\ECF Team\Sample PDFs\Order pdf| Browse_ | [Praposed Order vl [ Remove |
2. | Browse. v \

Next
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If you make a mistake, click Remove and start again by clicking Browse.

Main Document
[SAECF Team\Sample PDFs\Motion.pd|_Browse._ |

Attachments Category Description
1. 'S\ECF Team\Sample PDFs\Order pdf|| Browse_ | [Praposed Order | “Remove
2. i Browse. v ||

Next

If you have more attachments, click Browse under Attachment #2. Additional
attachment fields display when you complete the previous fields.

Main Document
!S:‘\ECF Team\Sample pDFS\MODOﬂ.de Browse_ |

Attachments Category Description
1. S\ECF Team\Sample PDFs\Otder pdfi[—B:w;]iPraposed Order vl | W'
2. i Browse. v

Next

After you have added all of the desired PDF documents as attachments, click
NEXT.

In the event you selected and highlighted a file that is not in PDF format, ECF will
display the following error message after you click on the NEXT button:

ERROR: Document is not a well-formed PDF document (no further information is available).
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Click on the BACK button and ECF will return to the Motions screen. Select and
highlight the PDF file of your pleading and proceed as before.

If you fail to select a document to file with your pleading, ECF will display the
following error message:

[ Not=: You have not selected & document,
<] -

OK

If you click OK from this screen depicted above ECF will return you to the Motions
screen. You cannot proceed without attaching a PDF document.

Note the motion.

Refer to Local Criminal Rule CrR12.

PROPERLY NOTE MOTIONS IN COMPLIANCE WITH CrR 12
LiNexti| [ Clear |

Enter the correct noting date for the Motion you are filing and then click NEXT.
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Motion to Suppress

Noting Date

Date 3/1/2012 | Calendar
| Next | | Clear |

Using the Calendar Feature
Clicking on Calendar will display the current month’s calendar, which can be
changed by clicking on the “< “or “>” symbols.

March > 2012
L=< |l < [ Today | 2 ] > ]

Su Mo Tu We Th Fr Si
L)) a2 ]is
a)ls]) 6] 7] 8] 9]
1 |12 ) 13 ) 14 ] 15 ] 16 | 1
18 J[ 19 ][ 20 || 21 [ 22 || 23 | 2
2 | 20 ] 27 ) 28] 29 | 303
IR .

Modify docket text.
In Motions, ECF allows you two opportunities to further describe your filing.

1. Click on the modifier drop-down list. Select a modifier if appropriate.

Docket Text: Modify as Appropriate.
- *» MOTION to Suppress by Christine Andrea
Brown (Attachments # (1) Proposed Order) Noting Date 3/1/2012, (Frost, Jack)

[ Next ] [ Clear ]
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Second
Thud
Fourth
Frith
Siah
Seventh
Eighe
Ninth
Tenth
Agread
| Amendead
Cross
Emargency
Endorsed
Final
Intenm
Interiocutory
Jomnt
Maonthly v

2. Click in the open text (white box) area to type additional text for the
description of the pleading.

Docket Text: Modify as Appropriate.
+ MOTION to Suppress evidence by Christine Andrea
Brown. (Attachments: # (1) Proposed Order) Noting Date 3/2/2012, (Frost, Jack)

[ Next ] l Clear ]

Review the docket text and correct any errors. If you need to modify something
on a previous screen, click the web browser BACK button to find the screen you
wish to alter.

Submit the filing.
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Docket Text: Final Text
MOTION to Suppress evidence by Christine Andrea Brown. (Attachments: # (1)
Proposed Order) Noting Date 3/2/2012, (Frost, Jack)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will
have no further opportunity to modify this transaction if you continue.
Have you redacted?

Source Document Path (for confirmation only):
Motion.pdf pages: 1
Orderpdf pages: 1

[ENexté] [ Clear ]

N /!
—~

Attention!! Pressing the NEXT button on this screen commits this transaction.
You will have no further opportunity to modify this transaction if you continue.
Have you redacted?

View the file path and file name feature that displays on the Final Docket Text
screen during docketing. This will allow you to confirm that the proper
documents have been uploaded before posting the document.

Source Document Path (for confirmation only):
Motion.pdf pages: 1
Order.pdf pages: 1

At any time prior to this step, you can abort the ECF filing or return to previous
screens.

To abort the filing:

e Click on any link on the blue ECF menu bar to abort the current transaction.
ECF will reset to the beginning of the process you just selected.
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Criminal ~ Reports ~ Utilities ~

To return to previous screens:

e Click on the web browser BACK button until you return to the desired
screen

Notice of Electronic Filing

ECF opens a new window displaying an ECF filing receipt, called the Notice of
Electronic Filing.

Notice of Electronic Filing

The following trunsaction was extered by Frost. Jack on 2/13/2012 ot 3:03 PM PST and filed on 2/13/2012

Case Name: USA v. Perkins et al
Case Number: 2:09-c1-00183-RSM
Filer: Dft No. 9 « Christine Andrea Brown

Document Number: 71

Docket Text:

MOTION to Suppress evidence by Christine Andrea Brown. (Attachments: # (1) Proposed Order) Noting Date 3/2/2012, (Frost, Jack)
2:09.¢r 00183 RSM-9 Notice has boen electronically mailed to:

Brent Hart  brenthartlaw_gmail com@example.com

Gabriel 1 Banfi  GBanfiLaw_yahoo.com@ example com

Jack Frost  ecfieam@hotmail com,

Jesse Guesrero Cantor  jesse_rioscantor.com@ example.com, susana_rioscantor.com@example.com

Joseph Chalverus  joo_chalverus comi@example.com, joechalverus_gmail com@example.com

Kevin Atwood Peck  kpeck_thepecklawfirm.com@ example.com, dschow_thepecklawfirm com@ example.com

Lee A Covell  leecovell_aol.com@example.com

Michael Spencer Kolker  mkolker_earthlink net@ example com

Peter A, Camiel  petercamiel _yahoo.com@example.com

Sarah Y Vogel  Samb.Vogel usdoj.gov@example.com, ECF-CRM.USAWAW _usdoj. govi@ example.com, karen wolgamuth_usdo; gov@ example.com

2:09-¢r 00183 RSM.9 Notice will not be electronically mailed to:

e This notice provides confirmation that ECF has registered your transaction
and the pleading is now an official court document.

e It also displays the date and time of your transaction and the number that
was assigned to your document.

e To print the document receipt, select PRINT on the browser toolbar.

e To save, select FILE on the browser menu bar, and choose “Save As” from
the drop-down window.
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E-Mail Notification of Documents That Were Filed.

Notice of Electronic Filing

The following trunsaction was exstered by Frost. Jack on 2/13/2012 ot 3:03 PM PST and filed on 2/13/2012

Case Name: USA v. Perkis et al
Case Number: 2 09-c1-00183-RSM
Filer: Dft No. 9 « Christine Andrea Brown

Document Number: 71

Docket Text:
MOTION to Suppress evidence by Christine Andrea Brown. (Attachments: # (1) Proposed Order) Noting Date 3/2/2012, (Frost, Jack)

2:09-¢r 00183 RSM-9 Notice has been electronically mailed to:

Brent Hart  bresthantlaw_gmail com@ example.com

Gabniel 1 Banfi  GBanfiLaw_yahoo.com@ example com

Jack Frost  ecfieam@hotmail com,

Jesse Guesrero Cantor  jesse_rioscantor.com@ example.com, susana_rioscantor.com@example.com

Joseph Chalverus  joo_chalverus comi@exmmple.com, joechalverus_gmail com@example.com

Kevin Atwood Peck  kpeck_thepecklawfirm.com@ example.com, dschow_thepecklawfirm com@ example.com
Lee A Covell  leecovell_aol.com@example.com

Michael Spencer Kolker  mkolker_earthlink net{@ example com

Peter A, Camsel  petercamiel yahoo.com@example.com

Sarnh Y Vogel  Sarh Vogel_usdojgovi@example.com, ECF-CRM.USAWAW _usdoj.govi example.com, karen wolgamath_usdo;. gov@example.com

2:09.¢r 00183 RSM.9 Notice will not be electronically mailed to:

e After a pleading is electronically filed, the ECF System sends a Notice of
Electronic Filing to the designated attorneys and parties who have supplied
their e-mail addresses to the court.

¢ Individuals who receive electronic notification of the filing can view the
document once without charge by clicking on the associated hyperlinked
document number embedded in the Notice of Electronic Filing.

e This “free look” expires if the NEF is not viewed in 15 days.

e The court strongly urges you to copy the Notice of Electronic Filing and
pleading documents to your hard-drive for future access. Subsequent
retrieval of the case docket sheet and pleading from ECF must be made
through your PACER account and is subject to regular PACER fees.

e |tisthe responsibility of filers to send hard copies of the pleading and
Notice of Electronic Filing to attorneys and pro se parties who have
indicated they do not have e-mail accounts.
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Query Feature

Click on Query from the blue menu bar of ECF to search the Electronic Case Filing
(ECF) system for specific case information.

Criminal ~ Reports ~ Utilitles ~

ECF opens the PACER Login screen. You must enter your PACER login and
password before ECF permits you to query the database.

PACER Login

Instructions
Enter your PACER login and password. ¥ you do not have a PACER login, you may régister onbng & hitp lpacer pscuscouns gov If you have 3 CIWECF Mer login and password. and
would like Yo automatically log in 1o PACER each tme you log In a5 a filer, check e bot below

I™ Make this my default PACER login

ARer checkng s box. you will only need 1 use your CMECE login and password, elther for electronic fiing of for viewang documents wa PACER

| Conference of the Usited States, = sed for accens to this servce. This 15 2 Restricted Web Site for Offical Court Business only

Unsutborzed satry babited subject 10 prosecution sader Tirle 15 of the US. Cade All sctivites and accees ot

fempts are logped. For mors micemation, coetact the PACER Servics Centar ot (S00)676.5865

NOTE: Your PACER login and password are different from your ECF login and
password.

e You must have a PACER account in order to retrieve, view, and print certain
documents.

e Toregister, contact PACER at 1-800-676-6856 or online at:
http://www.pacer.uscourts.gov/register.html

After you enter your PACER login and password, the Query Search screen opens.
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http://www.pacer.uscourts.gov/register.html

Query

Search Clues

Case Number |

or search by

Case Status: O open OClosed Al
Filed Date to
Last Entry Date to
- . 0 (zero) =
Nature of Suit 110 (Insurance) =
120 (Contract Maring) -

] 0 (Mo cause code entered)
Cause of Action 00:0000 (00:0000 Cause Code Unknown)
02:0431 (02:431 Fed. Election Commission: Failure Enfarce C)

M »

.1

LastBusiness Name {(Examples: Desoto, Des*t)
First Name Middle Name
Type v  Prisoner ID

Run Query I I Clear J

e If you know the case number that the court has assigned to the case, enter
it in the Case Number field.

e To search by the name of a party or attorney, enter the last name of the
party or attorney in the Last/Business Name field. Choose “Party” or
“Attorney” in the Type field.

e You can enter part of a name and then enter an asterisk (*) for a broader
search of the database.
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e To search by nature of suit, choose the appropriate three digit number
from the drop-down list. You must enter a range for either the filed date or
the last entry date in order for the query to run.

e To search by Cause of Action, choose the appropriate cause from the drop-
down list.

e To search for all cases of a certain type, use the date “1/1/1970” as the
“beginning of time.” When you run the query, if there is more than one
case that meets the criteria, you will get a screen listing multiple case
numbers.

Click Run Query.
If searching by name and more than one person with that name is in the
database, ECF returns a screen from which to select the correct name.

Select A Person

There were 17 matching people.

Smith, Alan D (aty)
Smith, Cullen R. (pty)
Smith, Gina (pty)
Smith, Hannah Trust (pty)
Smith, John A (pty)
Smith, John C (pty)
Smith, John Carlton (aty)
Smith, Jon (aty)
Smith, Kevin Beauchamp (aty)
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If the individual is a party to more than one case, ECF will open a screen listing all
of the party’s or attorney’s cases.

Select A Case

Jon Smith is an attorney in 2 cases.

[ ]

:12-cv-00552 Evergreen Gardens v. Grass Roots Inc  filed 05/31/12

[ ]

:12-cv-00553 Evergreen Gardens v. Grass Roots Inc  filed 05/31/12

Click on the case number hyperlink to view the Query screen:

Query
Alras
Associated Cases
Attorney
Case File Location
Case Summary
Deadlines Hearings
Docket Report ...
Filers
Historv/Documents..
Party
Related Transactions...
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Choose specific case information from a large list of Query options by clicking on
the appropriate link on the screen:

Alias
This option displays party names and any additional names added, “also known
as”, or “doing business as”, among others.

Associated Cases
This option displays any case associations.

Attorney
This option displays the names, addresses, and telephone numbers of the
attorneys who represent each of the parties to the case.

Case Summary
This option provides a summary of current case-specific information.

Deadlines/Hearings

This option displays hearing and other schedule deadlines and can be sorted by
Due/Set, Document Number, Deadline/Hearing, Filed, Satisfied, Terminated, and
Party.
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Docket Report
When you select Docket Report, ECF opens the Docket Sheet criteria screen:

Docket Sheet

Case Number
2:09-cr-00185-JIR USA v. L et al

(©'Filed
= o
) Entered
Documents to l
Include: Document options:
[¥] Parties and counsel (I Include headers when displaying PDF documents
Terminated parties [ View multiple documents
[JList of member cases Format:

[ Links to Notices of Electronic Fiing &) HTML (unpaginated)
O PDF (pagnated)

Sort by Oldestdate fist v |

| Run Report || Clear | [JMake these options my defzult

Select a date range for your docketing report as well as a range of docketing
numbers. If you leave the range fields blank, ECF will default to print the entire

docketing report.

Place a checkmark by the following boxes to view these from the docket sheet:
Include terminated parties
Include links to notices of electronic filing

Include list of parties and counsel
Include list of member cases (for consolidated or MDL cases)
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View Multiple Documents

Document options:
¥ Inchude headers when displaying PDF documents

vl View multiple documents

This Document Options feature allows you to view all the documents from a
single docket entry at the same time.

Run the docket report and check the box next to the document(s) you wish to
view.

Date Filed # |dear [Docket Text
03/05/2009 i COMPLAINT filed; war

05/06/2009 Case unsealed s to Chu
05/06/2009 Arrest of Chung Po Liw |
05/06/2009 2 Minute Entry for proceec
Courtroom: /2B; Interpre
Defendant(s) adwvised of:
special conditions.
Preliminary Examination
05/06:2009 3 | [0 |Appearance Bond Enters
0370772009 Receipt (£731898) for St
05/08:2009 4 | O [Arrest Warrant Returnec
0571372009 M NOTICE OF ATTORN}
05/15/2009 6 | [ |NOTICE of Unavailabilit
05/15/2009 7 O WAIVER of Preliminary
John) [2:09-mj-00217-M:
05/15/2009 8 MOTION for Extension
05/15/2009 9 | O |WAIVER OF RIGHT T
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[ View Selected ]
or
[ Download Salscted ‘

e To view immediately, click View Selected.
e Tosavein a zip file, click Download Selected.

Scroll down to view all your PDF images.

Cage NOT-o-02M-J8  Documem | PRI 02r32007T  PEge 1o

Indictment

(Sample Document)
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View Notices of Electronic Filing

LJ LIST O memper Cases
[¥ILinks to Notices of Electronic Filing
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